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MUSUIES OF STAFF MEETING 
AHOTISTRATIVE STAFF CHIEFS 


24-7 


31 March 1953 


1„ Colonel White cemented on the current status of the program to strength- 
en the Agency Regulations system.. He stated that, although much progress had 
already been made, some of the administrative offices had not contributed their 
share of new or revised regulatory materials* Since the Agency is looking to the 
Deputy Director (Administration) organisation collectively to furnish leadership 
in" this erea, ea ch office has the o bligation to give this project the attention 
that is needed. is available for guidance and help in getting 

the program started and functioning within the administrative offices. In this 
connection, Colonej^hite referred to the issuance of|^m which replaces oc;xiA 
former Regulation®^ He pointed out that the Inspection and Security Office 
is redesignated the ^Security Office" and the office head is named, "Director 
of Security." The Procurement and Supply Office is now designated as the 
"Logistics Office” and is headed by the "Chief of logistics." 

2.o Colonel White stated that the Director and the Comptroller will confer 
with the Director of the Budget on 1 April 1953* He expected that these dis- 
cussions would provide some answers to questions regarding the Agency's budg- 
etary allotment. 

3. Colonel White observed that the Agency would soon obtain a substantial 
amount of addit ional space. During April, Currie Hall and Building^^^Bshould 
be made av ailab le, and, subsequently. Barton Hall and the re m a in der of Alcott 
Hall. He pointed out that allocation of space to Agency offices will be based 
on the principle of accomplishing maximum physical consolidation of the Deputy 
Director (Plans) units in the I, J, K, and L Buildings area and to concentrate 
the Deputy Director ( Intelligence) units in the area occupied by M and Q Build- 
ings and adjacent locations. The Deputy Director (Administration) offices will 
have to be dispersed to areas where best service can be provided without 
sacrificing organizational integrity and efficiency. It was stated that the 
Chief, General Services, would confer with all offices involved in any moves 

in order to develop detailed plans. 

4. Colonel White observed that too many papers containing grammatical 
errors, misspelled words, erasures, and otherwise lacking neat presentation 
were being released from the administrative offices for referral to the Director 
of Centre! Intelligence and to offices outside of the Deputy Director (Admin- 
istration) area. He asked office heads to take appropriate steps to eliminate 
these problems. 

5. Incidents of embarrassment to the Agency in connection with relation- 
ships with other Federal agencies were mentioned to illustrate the need for 
Improved s taf f work. Colonel White noted that it is imperative that a pro- 
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posal submitted for decision be correct as to facts presented and that any 
conclusions drawn must reflect the best possible analysis of the problem by 
all offices participating and concurring in the study. Necessary c oordinat ion 
is occasionally neglected prior to forwarding staff papers to the Deputy Direc- 
tor (Administration) for decision. In some cases Deputy Director (Administration) 
offices have failed to obtain concurrences required from other Deputy Director 
(Administration) offices. The Comptroller and the General Counsel, in partic- 
ular, need to be consulted in a large number of cases. 



6. Plane developed by the General Services Office to give program guid - 
- inducting expanded records management activities were explained by 

I H® expressed the hope that each office head would designate an 

office Records Management Officer to give continuing assistance and te chnical 
supervision to the records disposition problem in the office to which he is 
assigned. TO obtain the caliber of personnel needed for this task, he recom- 
mended setting up the position at the grade 08-11 level. At least until the 
program Is fully established, the assignment should be of a fulltime nature 
for each Records Management Officer. 


| outlined a forthcoming training program designed to orient 

and instruct Rewards Management Officers and other interested persons in the 
elements of this activity. The training program will get under way on l4 
April and will continue over a seven- to eight-week period. Lectures of one 
to one and one -half hours* duration will be scheduled twice weakly. The 
initial presentation will feature experts in the field, includi ng Mr. Emmett 
Leahy, who headed the Hoover Commission task force on records management. 

Mr. Wolf summarized the discussion with a full endorsement of pla n s to 
stimulate increased records management work. He expressed confidence that 
costs of administering the program would be many times saved through simpli- 
fication of operations and through reduced personnel and space requirements 
resulting from the systematic disposition of Agency records. 
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